DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TVENTYN NE PALMS, CALI FORNI A 92278- 8250 I N REPLY REFER TO
NAVHOSP29PALMSI NST 1336. 1B
Code 0100
1 June 1997

NAVAL HOSPI TAL TVENTYNI NE PALMS | NSTRUCTI ON 1336. 1B

From Commandi ng O ficer

Subj: ROUTI NG OF SPECI AL REQUEST CHI TS AND LEAVE REQUESTS FOR
ACTI VE DUTY PERSONNEL

Encl: (1) Special Request Chit Routing Matrix

1. Purpose. To publish procedures for the routing of special
request and | eave chits for Naval Hospital active duty personnel.

2. Cancellation. NAVHOSP29PALMSI NST 1336. 1A.

3. Background. |Enclosure (l) |provides a ready reference
regarding the | evels of command for special request and | eave
chits.

4. Policy. Chits will be routed through appropriate Wt chbi l
Coordi nators and the Plan of the Day Coordinator at |east three
wor ki ng days before effected date. Requests that are checked No
under the Recommrended Approval colum nust still be forwarded up
the chain to the person holding final Approval /D sapproval
authority, per |enclosure (1).

5. Action

a. Al Directors, Departnent Heads and Supervi sors shal
foll ow the routing sequence as contained injenclosure (1).

b. Al Watchstanders requesting changes nust ensure chit is
routed t hrough appropriate Watchbill and Plan of the Day Coord-
inators at |east three working days before effective date or
possi bly face denial of chit.

6. Applicability. This instruction is applicable to al
per sonnel aboard Naval Hospital, Twentynine Palns, California.

7. Forms. NAVPERS 1336/ 3, Special Request Chit, and Leave
Request/ Aut hori zati on, NAVCOMPT Form 3065, are avail abl e t hrough
Central Files.
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Di stribution:
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NAVHOSP29PALMSI NST 1336. 1B
1 June 1997

RECOMVENDATI ON AND APPROVAL/ DI SAPPROVAL NMATRI X
FOR SPECI AL REQUEST AND LEAVE CHI TS

CCC IMVEDIATE DEPT DIRECTOR CMC XO CO OO COWT  WATCHBILL

SUPERVI SOR HEAD CDO COORD

| EAVE
BT steq regurar Requi e
| eave | ess than R A to intial
days
Enli sted Regul ar Requi red
Leave nore than 30 R R R R A toinitial
days
Enlisted Term nal R R R R A Requi red
Leave to initial
Enli sted Emergency R R R R A A(1) | Initial
Leave Funded dur wkday
Enli sted Emergency R A A(2) Initial
Leave Unfunded dur wkday
Excess Leave Requi red
(in the hole) R R A R toinitial
O ficer or Enl
Enli sted Only
O ficer Regul ar Requi red
Leave | ess than 30 R A A A toinitial
days For For For

DivO & Dept Hd Dir

bel ow
O ficer Regul ar Requi red
Leave nore than 30 R R R A toinitial
days
O ficer Term nal Requi red
Leave R R R A to initial
O ficer Energency Initial
Leave Funded R R R A A(1) | dur wkday
O ficer Energency Initial
Leave Unfunded R R A A(2) dur wkday
Conval escent Leave Requi red
Oficer/Enlisted R A A(2) toinitial

|l ess than 14 days

Conv Leave nore than 14 days
Maternity Leave 42 days
SPECI AL LI BERTY

o)
o)

Oficer/Enlisted

1 day Spl Liberty R
3 day Spl Liberty R
Command Sponsor ed

4 day Spl Liberty R A

(Awar ded for SOQ

00Q O'S PRT Leave

4 day Spl Liberty

ot her than above R R R R A |
PAY AND ALLOWANCES MANPVR

>>

Conmut ed Rati ons R R R R R A |
O ficer/Enlisted

Spl Pay/ Adv Pay R R A |
Not incl Dr. bonus

A(l) Attenpts to contact Executive Oficer
A(2) After normal working hours

Enclosure (1)



NAVHOSP29PALNMSI NST 1336. 1B

1 June 1997

RECOMVENDATI ON AND APPROVAL/ DI SAPPROVAL NATRI X

FOR SPECI AL REQUEST AND LEAVE CHI TS

| MVEDI ATE DEPT DI RECTOR CMC XO CO ED MANPWR WATCHBI LL

SUPERVI SOR HEAD TRNG COORD
ADVANCEMENTS
E2 TO E3 R R R A |
SCHOOL REQUEST
Of-Duty R R R R A

(Enl)
“C" School R R R A
OTHER REQUESTS
Reenl i st nent s/
Ext ensi ons of R R R R A |
PRD/ EACS (Enl)
Fl eet Reserve R R R R A |
Lost ID Card R R A* |
(Enl)

Change of Watch Ax* | A
Inter Hospital/
Dept Transfer R R A |
SRB in authorized | A
Fi scal Year (FY) (Enl)
SRB before anniv | A
date (Enl)
Funded COVPT
TAD R R R A R
Aut hori zati on A A
Orders (For Dir)
Separ at i on/ PCS R R |
Date & Leave (Enl)
After hours
G v _enpl oynent R R R R R
Nonf unded
Educati on R A
Move of f base
E6 and bel ow R R R A
Request Mast | | | | |
Substitute SR EXAM BD MBR
Adv Exam Req R R R R R

A(1) Attenpts to contact
A(2) After normal
A* For | ost

Executive O ficer.
wor ki ng hours.
ID Card nenber also has to get a MCAGCC Form from Manpower and obtain

signatures fromdifferent offices on base before being i ssued a new | D Card.
Ax* Chit must be routed through appropriate Watchbill
Coordinator at |east 3 working days prior to effected date.

Encl osure (I)

Coordi nator and Pl an of Day
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